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PROPOSED AQI8DA TO* KBBTXHO WITH PHILIP 


■ay 14, mi 

a t co p.i, 

conference hom m 


Attendeesi 


Document Retention for Philip morris u.a.x 

Denise 7. Keane, Esq., Virginia M. xurphy, B»q., 
and Clara C, Purcell, Legal Manager, or Philip 
Morris Inc. 


Jamas A. Jonas, III, Bag., Donald Frie 
Dabble G. Seidel, Esq., Stephen p. Dssaa 
Patricia Elliott, paralegal, of Kuntonl 


Eaq., 

, Ssq«, and 


A. 


« Williams 


Projsot Completion 

1. Bill Lyn 

retention schedules upon completion of same 

a. Available documents 

b. issue of "outdatadnesa 1 ' 

2. Review of narrative descriptions of retention 
categories in order to determine if change^ should be 
Made. 

3 . Preparation of "Booklets** to be distributed with new 
retention flaheduios, The "Boolciete* 1 will Contain the 
following informations 

a. Retention schedule for that departmant 
to. Glossary or description of categories[ 

а. Disposal Suspension Votiaee wy n L±st Ox Topics 
Potentially Related to Smoking & Health" 

d. History List for that Deportment 

б. consolidated List of categories for tj|>at 
department 

f. other Items? 

4. Revisions to Philip morris u.S.A. manual - 

a. Issue of inclusion of inventory fore 

b. Other revisions? 
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5. 


Retraining or employaaa and distribution of 
manual. 


revised ph 


a. Timing’ 

b. Humber of sessions 


B. 


Legal Department Heeds 


1 . 


2 . 


Ktviaad Legal Retention Chart 

a. Expanded explanation 

b. Croae referenced to retention schedules 

c. annual update 

d. Reason for retention period 

Other aids 


a. 

b. 


Legal research memoranda 

Alphabetical list of retention categories not 
legally mandated. 


o. mil 

A. 


miscellaneous 




,x° 


2. 


Conversion of database from Hunton h Williams to Philip 
Morris 

a. Outside vendor 

Items specific to ongoing project to be discussed with 
Oinny Kurphy t 


a. Tracking system for schedules and maintenance 
forma. 

b. Kamo from oinny Murphy to Levis Cummings regarding 
Standardization of actsgory names. 


hi-amt 
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